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Tacuity information 

‘August, 2007 

The Learning Center: 

• The Learning Center - is located on the second floor in room 2456. 

• We have 30 computers for general use. Computers have programs for 
word processing, power point, blackboard, and internet along with 
many others. 

• There are 3 classrooms located within our area. The Nursing Lab is to 
be used only by the nursing students. The English lab is used for many 
types of classes. You may also schedule our classrooms if you’d like 
to bring your class on certain days or for special occasions. 

• We have reference manuals available for checkout at the desk. 

• Printing is for educational purposes only. We allow 10 copies per 
student. We ask that you make sure that Power Point presentations are 
set to a 4 -6 Frame print screen before printing. This saves on paper. 

• You may put cds on reserve for your students to check out at the main 
desk. A form of identification will be required for checkout. We do 
NOT have headphones available. They may be purchased in the 
bookstore or brought from home. 

• No food, drinks, tobacco products or cell phone usage is allowed 
in the center. 

• Students will be asked to leave if they view inappropriate sites or 
download materials that are not used for class. The computers are 
monitored at all times and are subject to video surveillance. 

• We have tutors available in Math and English. A schedule of their 
hours is located at the front desk. 


Tutoring and Student Support Services 

Shelton State Community College provides tutoring/student support services 
on both the Martin and C.A. Fredd Campuses. These services are available 
to all students currently enrolled at Shelton State for no charge, and 
students should be encouraged to utilize the facility. Tutoring is currently 
available in several subjects. If you know of anyone interested in becoming a 
tutor, please have them contact a Learning Center Staff member. 












The Learning Center is located on the Martin Campus in Room 2456, 
second floor. Hours of operation: 

Monday through Thursday 7:30 a.m. - 7:30 p.m. 

Friday from 7:30 a.m. until 5:00 p.m. 


Office of Disability Services: 

• The Office of Disability Services (ODS) is located within the 
Learning Center. 

• We offer accommodations for students that need extra help in their 
academic classes. 

• If a student feels he/she could benefit from any of our services, please 
have them come see one of our staff members. Information packets 
are available for students who feel that our services would help them. 

• If you have one of our students, you will receive a “purple” 
accommodation letter from our office stating what accommodations 
we can provide. The student is responsible for picking up these 
forms and getting them to you. You as an instructor will sign the 
form and return it to our office. This is an agreement that you will 
provide or agree to the accommodations requested. 

• Before we administer or proctor an exam, the student or instructor 
must call or come by and schedule the test with our office. There is a 
yellow colored form (Testing Verification Form) that must be 
filled out for each test giving us instructions for administering the 
exam. It’s available in our office or located on the inside web page. 
Please make sure that you tell us how long ALL students are given for 
the exam so that we may include extra time allotted for the ODS 
student. Tests need to be scheduled at least 2 days prior to the exam. 
All students with appointments will have first priority. Testing 
accommodations can be refused if scheduling conflicts exist or 
guidelines are not followed. 

• All exams will be given on the date and time listed on the form. If 

the student shows up over 30 min. late, he/she will have to see you in 
order to reschedule the exam. If you don’t have a preference or an 
exact time the student must take the exam, it must be noted on the 
verification form. 

• Attached you will find a copy of our Testing Verification Form as 
well as a copy of the testing room rules the students have to sign. 












This is provided for your information so that you can see that the 
responsibility falls on the student to schedule exams and follow 
through with services. 

• Proctors for the assignments or tests will be Marie Lee (391-2976), 
LaTonya Robinson (391-2342), Michele Youngblood (391-3958) or 
any other Learning Center staff member. 

International Student Services: 

• Located in the Learning Center. 

• We handle admission issues concerning students from other parts of 
the world. 

• If you have any questions concerning an International Student, please 
come see Marie Lee or LaTonya Robinson. 

Service Learning Information: 

What is Service Learning? 

• Service Learning is a teaching method in which students apply 
course concepts to real life experiences that meet a community 
need. It is using experiences in service projects as the basis for 
learning more about the topics examined in class, while 
applying class concepts to service experiences. 

• This means that if a student is taking a reading class which 
offers a service learning option, the student could choose the 
option and enroll in service learning at our office in the 
Learning Center. We will then place the student in a 
school/agency and the student will serve at the school/agency 
between 10 and 20 hours, depending on how many hours the 
teachers want their students to participate. After each visit, the 
student will write down his/her reflections in a journal which 
will be turned in to the teacher at the end of the service learning 
project. 

The only thing the faculty member would have to do is to put a service 
learning option in their syllabus. We will handle the rest, which includes 
contacting the agencies and schools, placing the students, and handling 
all the necessary paperwork. 

Where can students serve? 













• Community Service Agencies 

• Schools 

• Faith-based groups 

• Non-profit organizations 

Why do Service Learning? 

• The experience helps students make decisions about their 
majors 

• Students develop better problem solving skills 

• Service Learning provides a connection between classroom and 
the real world 

• Students gain more profound understanding of course material 
because we only remember 10% of what we hear, 15% of what 
we see, but we retain 60% of what we do and 80% of what we 
do with guided reflection. 

• Students gain hands-on experience 

We work with the United Way agencies as well as Rise, Meals on wheels, 
Northport Urgent Care, the County Jail, schools in the greater Tuscaloosa 
area, etc. 

If you have any questions, please feel free to call Marie Lee at extension 
2976, or contact her by e-mail at mlee @ sheltonstate.edu . LaTonya Robinson 
at extension 2342, e-mail latonva.robinson@sheltonstate.edu . 


THE DEADLINE TO ENROLL FOR SERVICE LEARNING IN THE 
2007 FALL SEMESTER IS SEPTEMBER 21,2007. 
















Office of Disability Services Process (ODS) 

('.Americans Witd ‘Disadifitics ‘Act) 

1. Students seeking accommodations will self identify with our office. 

2. Student must have intentions of or be registered at Shelton State 
Community College. 

3. Student will set up an initial INTAKE meeting with one of the ODS staff. At 
this meeting we collect all needed information. 

• Student will fill out forms and sign release information in order to 
become registered with us. (This process is about as long as buying a 
new car.) 

• He or she will also have to provide medical proof of disability. This 
information differs depending on the type of disability. 

• If you have more questions about how this works, you may contact me 
personally. Please do not ask the student specific questions about the 
disability. 

4. Student will provide proof of registration and an updated schedule. 

5. The student and the ODS staff will discuss the recommended 
accommodations set by the medical professional and the reason for which 
he/she feels they are needed. We will decide as a team whether or not 
this is necessary and/or reasonable based on the information gathered 
from the student, the doctor, and similar cases. 

6. Once all information is gathered, and everything is finalized, the student 
will receive the purple accommodation letters. These letters have a yellow 
cover sheet. Please read these and become familiar with the process. 

• The purple form is an agreement between yourself, my office, and the 
student that you will accommodate the student in the classroom with 
the things that are listed on the form. If you have a problem with any of 
the accommodations requested, please contact me so that you may 
offer suggestions as to how we can modify these. Your suggestions 
may be helpful to other students as well. 










7. The student will hand deliver the yellow/purple forms to you. He/she will 
sign off on the back of the yellow form in order to provide proof as to 
WHEN he/she gave it to you. These accommodations are NOT retro 

active therefore accommodations do not begin until that form has been 
received by you. 

8. During the intake meeting, we go over the rules to the testing room and 
well as the accommodation request form (see attached copy). 

• The student is responsible for scheduling any tests with our 

department. He/she must notify you in a timely manner about taking 
tests with us as well as asking you to make sure that the test be turned 
in to us. There is a required form to be attached to ALL tests given in 
the ODS. This form has relevant information for administering the test, 
(test time, date, whether or not scratch paper is to be used, etc.) We 
need all tests to be signed by the person delivering the test as well as 
receiving the tests. All of this information is to protect all of us, student, 
instructors, and staff. 

9. Each semester the student must request accommodations. They are not 
automatically guaranteed. He/she does not have to go through the entire 
process again, but must provide updated information. 

10. If you have any questions or comments, please contact Michele 
Youngblood at ext. 3958, Latonya Robinson at ext. 2342, or Marie Lee at 
ext. 2976. 











Test scheduled in computer _ 

From the Office of Disability Services 
Testing Verification Information 

Student Name:_ _ _ 

Instructor Name:_Course:_ 

Instructor Phone Number: (office)_(cell)_ 

Date and time of Exam/Quiz:_ 

Normal Completion time on test:_ 

Allotted time for this student:_time + Vz or double time 

Open book? Yes/ no Scrap paper? Yes/no Open Notes? Yes/no 
Dictionary? Yes/no Calculator? Yes/no Other special instructions? 


Delivery of exams: 

( ) I will deliver the exam myself. 

( ) Student will bring the exam to the ODS in an unopened, sealed 

envelope. 

( ) I will fax the exam: Send to (fax) 391-3946 

Return: 

Exam must be picked up by either the instructor or one of your designees. 


Delivery to ODS date: 

time: 


W " ■ ■ -J~ - -- 

Delivered bv: 

Received bv: 


'b - dz yLz T* li* *. J * vi* 1.1/ > l> ^ Lz 

'X* qf' zp '7*. zji, ^ ^ /p zp p 

mf ■ --■•'■■■ ■ — ■ 1,1 —' ' ■ 11 -- ■■■". 


Returned to instructor: date: 

time: 


ODS Official: 

Received bv: 




_ 


* Tests must be scheduled 2 days prior to exam. All students with appointments will 
have first priority. Testing accommodations can be refused if scheduling conflicts 
exist or guidelines are not followed. 

* Please notify your students that they are required to present a photo ID to the 
proctor. 


To be completed by ODS staff: 

Date Exam Given_/_/_Time Frame: 

Signature of Exam Proctor:_ 


*A copy of this form must be attached to each exam/quiz. 
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